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1. Purpose. To issue guidance for preparing and submtting
fitness reports/eval uations on Sel ected Reservists assigned to
Naval Reserve Center (NAVRESCEN), Baltinore.

2. Cancel | ati on. NAVRESCENBALTI NST 1610.1

3. Discussion. Reporting seniors are responsible for submtting
fitness reports and eval uati ons on personnel under their

cogni zance in a tinely manner. This instruction gives additional
gui dance to suppl enent adm nistrative procedures detailed in
references (a) through (f).

4. Action.

a. The Readi ness Commander is the reporting senior and signs
Fi t ness Reports for:

(1) All Center Commanding Oficers.

(2) All Unit Commanding Oficers who are senior in grade
to the Center Commanding O ficer at the beginning of the
reporting period.

b. The first flag in the chain of command wi |l endorse the
Fitness Reports of all Captains (O 6) whose regular reporting
senior is of the sane paygrade (or |lower) and of the sane
conpetitive category.
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c. Oficers for whomthe Reserve Center Commandi ng O fi cer
is the reporting senior wll submt a typed rough FITREP to the
Reserve Center Commanding Officer no later than 45 days prior to
the end of the reporting period.

d. Al other officers being reported on will submt
pertinent FITREP input information to their reporting senior or
the officer designated to conplete their FITREP as required by
the reporting senior, or at |east 60 days before the FI TREP due
dat e.

e. Regular Reporting Seniors will sign and forward fitness
reports and evaluations to the NAVRESCEN Bal ti nore Adm ni stration
Department no later than 15 days followi ng the end of the
reporting period.

f. Concurrent fitness reports and evaluations wll be
forwarded via the regular reporting senior 45 days in advance of
the prescribed deadline in order to neet the 15 day deadline
stated in paragraph 4d to ensure tinely recei pt by Naval
Per sonnel Conmmand ( NPC-313C)

5. Admnistration Departnent will:

a. Provide enclosure (1) to the Unit two nonths in advance
of the periodic reporting due dates.

b. Continually track the status of all fitness and
eval uation reports.

c. Assune responsibility for distributing all fitness and
eval uation reports to NPC-313C and to the service record. This
will allow the Adm nistration Departnent the opportunity to
conplete the tracking sheets and disposition of the fitness and
eval uation reports.

d. Mintain a file of conpleted fitness and eval uati on
summary sheets.

6. NAVRESCEN Bal ti nore Reserve Unit Reporting Seniors wll:

a. Ensure the tinely subm ssion of fitness reports and
eval uations on all officers and enlisted personnel under their
cogni zance. Please use enclosure (1) to track the status of
fitness and eval uation reports.
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b. Prepare their Unit personnel fitness reports and
eval uations in accordance with the gui dance contained in
references (a) and (g).

c. Forward all conpleted fitness reports and evaluations to
t he NAVRESCEN Bal ti nore Adm nistration Departnment for
distribution. Distribution is as foll ows:

(1) E-1 to E-9. Oiginal and one copy of the summary
| etter and evaluation or fitness report

(2) 0-1to 0-5. Oiginal and one copy of the summary
letter. Oiginal evaluation or fitness report.

d. Use enclosure (2) in determning the appropriate
reporting senior for officer fitness reports.
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